How to File Into an Existing Case
Filing into an Existing Case
The E-Filing Map pageis presentedto get the user started.

Choose the Court jurisdiction and indicate that you arefiling into an Existing Case. This is also
referredto as a subsequent filing or subsequent submission. To file a document in an existing

case, the full case number assigned by the court must be known. If a case number cannot be
validated, contact the AOC Support Center for assistance.

—~ﬁ Arizona Courts eFiling

My Accoust ¥ | Ping Oplions 7

E-Filing Map

Select  Filing Jerisdicsion

nnnnnnn

2. File into an existing case by completing the five tabbed sections: Case Information, Case

Participants, Documents, Fees and Payments, and Review and Submit. Fields marked with a red
asterisk (*) are required.

Mew Case

Help. f@

Jurhsciciion: Superisr Couts
Casa #
Cane Title:

EFSP Filling I0: Mot Saved

* Subrmitting on Uehall of:

* Prirmary Email:

Abernate Emai 1Email?:

* Acddress 122

* CountrphCity

" el Zip Code:

Fhosa # [Fommar S S0 S0

Locaiion: Mohaws Counly Superior Court Genaral Casn Category:
Cose Category: Case SubCaegory: M

Tl Furwecousnt Dusm: 50,00

D Seate:

Madkibe: Saiffie

Lakoy Flawanu Coy

Enension:

Please DO NOT navigate using the browser buttons. Navigating backandforth using your browser
buttons canresultin problems with the submission that will not be seenby the user. This can result
in the submission failing to be delivered to the court. The user will be provided the opportunity to
review and edit any information on the Review and Submit tab. From the Review and Submit tab
users canselect ‘REVISE’ which will returnthem to the tabwhere edits can be made.
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Filer Tab

The Filer Tab contains information about the registered users and will be sent to the court to be
recorded as the filer. If you are an assistant toan attorney, you must select the attorney you are filing on

behalf of on this tab.

Existing Case

Jurindiction: Suparior Courts

Le<ation: Mohave County Supemor Cosrt

Case & Cane Category:
Case Title:
EFSP Filing I0: Mot Saved
Fler | Caselsormation  Case PuScipsnls  Documents  Senicelisl  Fees and Paymenis  Review and Submd

Gemeral Case Catagory:

Case Sub-Category: NA

Totsl Amount Due: 30 00

Help ia

Case Information Tab

1. CourtLevel/lurisdictionand Court Location are pre-populated depending on what was entered
on the Map screen. Ifthis is incorrect, it may be changed by choosing the correct information from

the dropdown menus.

Case Title:

WF 5P Filing 10z 1140858

Case Information

* Court Levell Jurisdiction:

" Case ¥

General Case Category:

Case Parlicipants Docunments

Superior Courts

Apache County Superior Court
Cochise County Superior Court
T © upserior Court
Gila County Superior Courl
Grabiam County Supericr Court

i Subimit Gewenlea County Superior Court

La Far County Superiar Couwrt

* Couwnt Location:

Havvajo County Superior Court
Fima County Supesior Courl

e Case # Formai - 58 Final County Superiar Court

— : Santa Cruz Courity Supesior Court
Yavapal County - Prescol
Yavapai County - Verde Valey
Yuma Coanty Sunerior Court

Maricopa County Suparior Count
[

2. Type a valid Case Number in the Case # field and click Search.

a. Ifthe case number is valid, the application will display details about the case. This
information cannot be edited by the filer.

b. Ifthe case cannot be validated an error message will appear and the user will need to
re-enter a valid case number. If the useris stillunable to validate the case number,
contact the AOC Support Center for assistance.

Existing Casa

Jurisdietion: Supsrior Ceurts
Cames:
Cane Titie:

EF 5P Filing 10: 1125230

Case Information

* Gourt Lavelipurisdiction:

* Camen:

Loeation: Mcharve County Superios Ceurt

Cate Categery:

General Case Category:

Case Sub Categery: NA

Totad Amount Oue: 5000

* Court Location:

m Case & Format

Mohave Cosnty Superiot Cout

SNISCT)VEARESECUENCE]. Examgle SBMSCVZ0I20H106

Help W

* Case #: SH15CV201900015
General Case Category: Chil
Case Catepory: Real Property
Case Sub-Category: Other
Case Tithe:

Owen Equities, LLC PLAINTIFF vs ROBERT KUPFER et al. DEFENDANT

Case # Format | SB015S[CT)[YEAR)SEQUENCE]. Example S5015CV200200106
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3. Indicateif this is the user’s first time filing any documents into this case. (option is defaulted to
Inol)

* I this the first time you have filed anything in this case? () Yes @ No () NiA fyou have NOT paid an answer fee of any ofher fees in this case, you must pay a “Firs! Appearance” fee

4. Indicateif the user is appearing as one of therole types listed (Arbitrator, Court Appointed
Mediator, Special Master or Judge Pro Tem).

Please indicate il you are appeanng in this case as one ol m [ Court Appoinied Madialor ] Spacial Master
the following types. [ Judgn Pro Tem

5. Enteryour reference number, if applicable. This number will not appear on any documents and
is intended for users to track client matter numbers.

* s this. the first time you have filed anything in this case? Wes i@ Mo ([T I yena Pearves HOT paid an answes oo of any offer foes in Bis case, you musd pay 8 “Firsl Appearance” ol
Fleass indicate if you are appeasing in this case as one of ) Avbitralor [0 Court Appoirbed Medistor L] Special Master

the fallowang types. [ Judge Pro Tem
" ArE YU Sppeaning & Pro Hac Vice sttomiey in this Case? wes @ Mo

* Emver sy Filing: vas @ No

Your Reference Number [Optionallc

6. Click the next button. The application will then display the Case Participants Tab.

Note: If the userindicated they were appearing as one of the following role types: Arbitrator,
Court Appointed Mediator, Special Master or as a Judge Pro Tem, the Case Participants Taband
the Fees and Payments Tab will not be shown. The special role types listed do not associate with
a specific party nor do they pay fees.

Case Participants Tab

The Case Participants Tab varies per case type. The application returns case participants based on
information contained in the court’s case management system. If you believe any of the information
returned to be incorrect, please contact the AOC Support Center.
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Case Participants

Party(s] | am Hing on benalt of Repeesented By

£y Maotave Cownty Treasuwes X J8gn Law 052 Asomey Lane | gke Havasy Cify A7 BE404 LS Bar 8 BASSGI21 126400 AZ

1. Selecting a Party

a. Select the party the useris representing, or yourself from the list of case participants by
selecting the bottom box next to the party name. Multiple parties may be selected.

b. Juvenile Parties: The juvenile’s name will not be listedas a partyon the case participants
tab. The name of the attorney who is representing the juvenile will display in the ‘Party|
am filing on behalf of’ column and should be selected by the attorney. Ifan attorneyis
filing on behalf of a minor for the first time or the attorney’s nameis not listed contact
AOC Support Center.

2. Attorney Display
a. Once a partyis selected, if the user is an attorney, their name will appearin the
Represented By column. The name in this column will be added to the official court
record as an attorney for the party, so please make surethe useris filing as an attorney
and not law firm staff, administrator or another non-attorney user.

3. Adding a New Party
a. Ifthe userneeds toadd a new party, the user must click “Add New Party” and enter the
party’s information to the Add Case Participant screenincluding selecting the
appropriate role type from the drop-down menu.

Available Party Roles that can be Added in eFiling

Case Type Role Type
Civil e Intervenor
e Plaintiff
e 31 Party Defendant
Criminal NONE
Juvenile NONE
Family e Defendant
e Guardian Ad Litem
e [ntervenor
e InterestedParty
e Mediator
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Case Type Role Type

o Plaintiff

e Petitioner

e 31 Party Plaintiff

e Respondent

Probate e Conservator

e Fiduciary

e Demandant

e InterestedParty

e Claimant

e Objector/Respondent
e Petitioner

e Personal Representative
e Special Administrator
Guardianship e ProtectedPerson

e Court Appointed Investigator
e Guardian

e Guardian Ad Litem

e |ncapacitated Person
e InterestedParty

e Objector/Respondent
e Petitioner

e Ward

Documents Tab
Attaching Documentsto the Submission

Documents are attachedin the same manner as in a case initiation submission as either
a Lead document or a Connected document. Lead documents are those that require a file stamp while
connected documents do not. For example, a Motion to Continue would be attachedas a lead
document and the proposed order would be attached as a connected document. Another example is the
Complaint would be alead document and any attachments/exhibits would be attachedas a connected
document(s).

1. Click the Add Lead link.
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Uploaded Documents

& Document

i Documants arviceL Fees ane Fayments  REview and SuUnmil

Document Type Target Case Particapant filing Fee Applcation Fee Pages  File Size (MG}

000 £ o

2. Onthe Lead Documentscreen, there are three ways tofind and select a document.

a. Sea

rch box: (this is the most efficient way to find a document category)
Enter the document type you are submitting (Complaint, Notice, etc.) and click
“enter” on the computer keyboard.
A list of all documents containing the specific text you entered will appear.
Check the box on the grid next to the document type that most closely matches
the document being submitted.

Dacumeant #: New Docurnent

rch:
Searc arttration

4 Arbitration

B Cedificate Of Compulsory Arbitration - 15 Mot Subject To

b. Docu ment Category/Document Type drop-down menus:

Click on the dropdown next to Document Category and choose the document
category that most closely matches the document being submitted.

Once the Document Category has been selected, click on the dropdown next to
Document Type and choose the document type that most closely matches the
document being submitted.

Check the box on the grid next to the document type.

+ Arbitration

Oocumant Category;

A Certificate Of Compulsory Arbilration - ks Mol Subject Ta

C.

Arizona Supreme Court

Grid Search:
i

Scroll or arrow through the document grid to find the document type that
matches the document being submitted.
Check the box on the grid next to the document type.

Page 6 of 15 ESU1H-041921




Lead Document at the end

Document 8:

Saarch:

4 Afficain
B afidavit

4 Applicaticn
[ dpplieation

4+ hstitration

+ Complaint
[ Complain
4 Demand
D Demand
4 Motice
O Hearing
4 Petmtion
D0 oo 1o Shoowr Cause
+ Request
DIFar teearng

1'""

Hew Document

Document Catagory:

D Gortificate Of Gomputsory Arbitration - 13 Nat Subject To

Filing Fee: 50,00

— Decumant Typa:

Clin Support Of Provisional Femedy
1 Fos Prarvision l Rsrmidy

[ Fie Tismmpesniy Resiraining Ovder

[ Carticate €1 Compubiary Arbiratian - Is Subject Te

[Iticace

[ Pation

3. Once the Document Type has beenselected, enter the title of user’s document. Note: This
should be the caption of the document. Click Browse and upload the document from the user’s
computer or network.

II

Document

Search;

+ Matice
[ Moce:
[ heatice ©f Dismissal
[ racticn ©f Non-Party Al Fault
[ Matice: OF Settlement

* Document Tre:

# Pages:

New Document

Document Category:

[ Wetice Change Cd L Firm Or Altoeney Address
[ Notice OF Entry Of Judgment
[ Notice 04 Provisianal Remedy With Noticn

[ Natice Of Witheranwal With Consent

* Judge Action Indicalor - ves g Mo

Browse

Hobice

Filing Fee: 50,00 E
™ Document Type: [+
[ natice Of Appearance Dl Notice (4 Baniruplcy
[ Notice Of Filing [ Notice Of Lodging
] Matics O Provisional Fzomady Without Noticn Hotice 04 Removal To Federal Court
beProposed Nosice Of Heasing
=

Note: User may enter the number of pages, but it must be exact. Itis not recommended to entera

page count.

4. Pima County only: Judge Action Indicator optionis available for any case type if judicial review is

needed.
5. Click Save.

6. The document upload screen will automatically close and the user will be returnedto the
Documents Tab where the file will appearin the table.

7. If the user wishes to attach exhibits or a proposed document, click the Add Connected linkand
follow steps 2-3 outlined above.
Proposed documents MUST be submitted in an editable format (.DOCX or.ODT).

Arizona Supreme Court
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Uploaded Documents

] Documant Document Typs Filing Foe Application Fes Pages File Size (MB)

0.047

8. Click Save.

9. Continue adding documents following steps 1-7.
10. Documents cannot be any larger than 9.5 MB.
11. Submissions cannot exceed a total of 100MB.

Document View List
As documents are loaded, they are viewable on the Uploaded Documents screen.

1. Tochangethe document title or replace the document, click on the document title hyperlink in
the Document Type Column.

¥ Document Document Type Filing Fee Application Fea Pages  File $iza (ME)

0.0147

2. Toremove a document, click Remove link and the document will be removed to allow the
uploading of a new document.

3. Agreenbar will appear in the size column while the document is uploading and once the upload
has completed the actualfile size will appear.

System Generated Documents

If the submissionyou are creating resultedin a document being generated by the application, they
are shown in the System Generated Documents section.

1. Toview a systemgenerated document, click on the document title in the File column.

System Generated Documents

¥ Document Type File Size (MB)

1 5 Gl Cover Sheel Covll Gover Sheet System Generated pal 0.0657

2 Y Summons kan Law Sysiem Genaraled pdf 0.0650

Total 0.1347

2. The document has not been accepted by the clerk, sono file or issuance stamp will appear.
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3. The useris not able to edit system generated documents. Ifthere are errors, the information

must be changed in the application. For example, if the defendant’s name s incorrectly spelled
on the summons, return to the Case Participants Tab and edit the name there.

4. Click the Next button. The application will then display the Fees and Payments Tab.

Service List

The Service List Tab provides the ability to electronically deliver (email) document to recipients. This
featureis optional.

ServiceList

Elsctionic Sedvice Radipsents

O serve ax7 NamanlD Racipient Statiy AdfilationFols Emal Stabus Email Address Emiail Typa

i | Jillian Law Aclive Uncalfiligled Lsars Prifnary -~

The Electronic Service Recipients Tab displays any parties that have electronically filed into the case
and any party the e-filer has previously added from the My Attorney/Interested Parties Tab.

1. If auser wantsto serveall parties listed, click Serve All. Otherwise, put a check in the box next
to each name you wish to serve.

Servicalmd  Foos and Paymonts Revow and Su

Edectronic Senvice Recpmets | Wy Acdnd Ak

1 Serve AN? NamedD) Racigient Slas Ao Tk Ernusl S2ahn Ernai Aderss Emal Type

Shan Lawi Aciree Mohave Law Fiem

@2 JOHH ATTORMEY Clark Frimary v

The application provides a user the opportunity to create a list of people that should be eServed for

a specific case. This list will be available in the My Added Attorney/Interested Parties Tab for any future
submissions made into the case.

1. To add recipients, click the My Added Attorney/Interested Parties Tabandthen Add Other
Attorney/Interested Party.

SenvceList

5 My Added ASomeypinieresied Parbes My E-service Em

Diebete Favosiie HameDVE di Recipent Siahus Al ion Emal Stabuy Ermal Address. Email Type

L3

Clerk diomen{Bcours = o Frmary »

<

2. Fill out the required information. The Filer # and Use Portal Filer Profile Information are not
available for use.
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Other Attomeysinterested Party

Filer # ] Use Portal Fier Profik information for Service [ Add o E-service Favoriles
* Wame: Juhn Dos Stahis
* Primasry Emall Addross: johng@takeemal com
Amernate Email 1:

Alernate Email 2

* Case Role: Intesusted Party vl

3. Click Save.

4. The newly added recipient will appear in the Electronic Service Recipients and the My Added
Attorney/Interested Parties Tab and will be present for all future submissions into the case.

5o Informalion  Case Pariopents  Documents | Servicelsl | Fees and Faymen

Elockonic Servics Fecplents | My Added Aomeyinterected Partes | My E-sarvica Emall &
3 fad toemeyintorested Party [, A from E-senace Faverte:
Delete Favorts MamenDESt Recipient Status Aftiiaon Emai Stass Email Adduse Emai Type:
x ] John Do Interested Party johng@takscmai com Primary ™
v

5. Click the Electronic Service Recipients Tab to see the newly added recipient appear with a check
mark next to the name. To add additional recipients, follow steps 1-3.

Filer ~ Caselnformaion  Case Parcipants  Documents | Servicelist | Fees and Payments  Review and Subimit
Electronic Service Recipients | My Added Atformeyfinterested Parses My E-service Email Addresses for thes Case
[ senve a7 NamenD Recipient Status Afliiaton/Role Emall Status Email Addiess Email Type
g0 Sian Law Active Unaffiated Users ancheze005@yahoo. com Primary
= John Doa Interested Party Iohni@fakeemail com Primary

[ J

The My E-Service Email Addressesfor this Case Tab allows the user to designate their email
address for eService on this case.
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meyinterested Parties My E-service Email Addresses for this Case

nate your email ad

Ce on 5 Case.
@ My profile eMail addresses should be used for eService on this case
3 The below listed eMail addresses should be used for eService on this case.

Primary Alternate Email 1

Alternate Email 2

Fees and Payments Tab

This tablists all the attached and system generated documents along with their corresponding
filing and application fees, if any.

Faes and Paymants
Filing Fees
s Description
1 APPLICATION
eSenvice Fee
Taital

These will be 3% payment processing iee sdded ko Ihis lotal al ihe time of payment

Filing Fee Application Fes
00 5650
000 5180
$0.00 $10m

Payment Options

The filer must select a payment option from the options below:

1. Ifthe partyis required to pay fees, click the radio button A next to Electronic payment at payment
site.
2. Only choose options B or Cif the useror party is either a fee-exempt agency OR they represent
parties that are fee exempt.
3. Choose D or Eif the party has an active order from the court waiving or deferring filing feesin the
case.
4. Ifthe userchoosesB, C,D, orE in error, the clerk will markthe submission as deficient and it will
have to be re-filed. Application fees are non-refundable.
5. Click the Next button. The application displays the Review and Submit page.
Payment Options.
You must select ONE option. Total Amount Owed $10.30
A} 3 Electronic payment at payment site
B) Fee-exempt agency
¥ you ar employed by @ fee-ax apency and this bor wag nod automatically chackng, please notty He 4
(=} | represent ondy fee-exempl parbes in this case (e.0. stale, county, city. town, of poliical subdivision).
(U] | of the party(s) | represent for this submission have an active oder waiving Sling fees for Tis Case Of & Specific Gocunment.
E) | or the party(s) | represent for this submission have an active order defenring filing fees for this case or a speciic document
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Review and Submit Tab

The Review and Submit Tab shows all the information that was entered on each tab.

1. Corrections canbe made by clicking Revise for the appropriate section. This will redirect you to
the applicable tabwhere you can edit the information. Once edited, select next on each tabto
return to the Review and Submit Tab.

Filer  Caseinformation  Case Patpants Documesns  Feed and Payments | Fewiw and Submil
= T
The indormaton displrped below summarices nformaion you o s  and select your ned action
by sssheching i ‘Confinue in Paymeni Site’ bution tbelow Subrmixsion i sulneafically updalied wiih paymen informasion sfier completion of payment enlry. You can sskect Be Uipdsle Submission Wiih Paymend informuiion btion io updale the
o # paryment information is nol aulomaically updated
Filer
Dieserigion Dats e nnatssnnsg
Hame Jan Law ¢ m §
[
Address 52 Agomey Lane Laks Mavase City | AZ DEA04
Priftay Efl Ssdve Safchens (0 SEyahod L
Priffsfy Phine 8 WB-555TTT
Bar Hurmber B4656321 125489
AMason Unafiiaied Users
Submitted by
Descriphon Data
e e [

2. Once you have verified that all information is correct, clickthe Continue to Payment Site
button. The application will then route user to the payment provider page.

aion  Cass Parbcpants  Docements  Foes and Paymants | Review aed Subell
) IR
Thhe infoemation displaryed below summarizes informarion you have provided for fhis submission. Please veriy and select your nesd ackion

Please: enter payment informaion by selecting e Conlinue i Payment Sie” bulion beiow. Sebmission i aulomatically updaled wilh payment inlonmation afler compieson of payment enlry. You can select ihe TUpdate Submission Wil Payment Inkrmation” buflon i spdaie Be
brreysee wth puryrmend efperuen  parmend miesbon 1 ol st sl e

[ —

3. [Ifafiling partyis exempt from any fees being charged, click the Confirm and Submit all Now
button.

Filer Case Information Case Participants Documents SemviceList Fees and Payments Review and Submit

m Save All and Submit Later Confirm and Submit all Now

Paying for a Submission

The payment provider, nCourt, lists the name and address of the court being submitted into, the
documents and corresponding fees, and total amount due. The 3% Online Service Fee is also added at
this time.
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Payment

You have elected to pay for the following itemi{s).

Yavapai County - Prescott (TESTING)

130 & Coitaz i Prawcon, Aslpona BEM

—_—Th

%0
¥

$0.0
£0.00
!

; £0.00
$6.50 $204.00 $210.50

Submission ID: 151378 Online Sarvice Fee: $6.32
Total Amount Due; 5210 82

Once all the payment information has been entered, click Submit Payment.

1. Once the userclicks Submit Payment, the application takes themto the Filing Received
Confirmation screen where they will see the Status and Submission Date and Time.

2. The application will send a receipt via email to the address attachedtothe registered user for
the submission.

3. ASubmission ID #is assigned and is different from the EFSP # assigned when first creating the
submission. Please make note and reference this additional number when calling the AOC
Support Center.

4. The application will check the submission for errors and while doing so the status will change to
Validating Filing.

5. After thevalidation process is complete, the submissionis sent to the court and the status will
change to Pending Filing. This means the submission is with the clerk for processing and the
documents/case have been successfully submittedto the court.

6. Once the clerk accepts the submissionand makes it part of the official court record, the status
will change to Filed.

7. Toview the status or content of a submission at any time before clerk acceptance, goto MY
FILINGS located on the Banner inthe top right corner of the screen.

8. Toview the status or content of a submission AFTER clerk acceptance, goto MY CASES located
on the Bannerin the top right corner of the screen.

Notification Email Messages

The application will send two email notifications to the email address associated with the registered
user’s account. Donot reply to the notification; it was sent from an unmonitored email account.

1. ASubmission Confirmation email

2. AProcessing Complete email

Submission Confirmation email
The Submission Confirmation email is confirmation that the submission has been delivered to the

Clerk’s Office and contains the Submission number. Use the Submission number to follow the progress
of the submission through the clerk review process.
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Processing Complete Email Notification

After the court has performed a review of the document(s), a notification will be sent that the
processing of the submissionis complete, and if acceptedthe documents are now part of the court
record.

Processing Completed for Filing # 1548066

oreplydevg urts.az.gov

Once the clerk has accepted the submission (made it part of the court record) or has rejected the
submission, the application will send a Processing Completed for Filing # XXXXXXX email message to
the user. This email contains:

1. The EFSP Filing ID and the EFM Submission ID.

Payment information to include payment method, amount, and receipt number.
Case Informationto include Case Title, Documents and Matter #.

Status of Accepted or Deficient (Rejected).

Reason for deficiency.

uewnN

Example of an Accepted Submission

Processing Completed for Filing # 1548067
OUrs.az.gov

oear [
This email verifies the processing of your Submission # 1548067 with the Superior Court in Mohave County .
Status: Accepted
Filing Date/Time: 01/11/2021 04:34:33 PM
Case #: S8015CV201500015
Case Title: Owen Equities, LLC PLAINTIFF vs ROBERT KUPFER et al. DEFENDANT
Matter #:
Total Filing Fee: $313.00
Total Application Fee: 56.50
eService Fee: 43.80
3% Payment Processing Fee: 59.85
Total Fee: 5338.15
Pald By: Electronic payment at payment site
Total Paid: 5338.15
Receipt #: 84073539011953299
EFSP Filing 1D: 80023
EFM Submission |D: 1548067
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Example of a Deficient (Rejected) Submission

Processing Completed for Filing # 1546675

lied to this message on 4,

Status:

Filing Datey/Tirme:

Deficient

04,09/ 2020 11:55:30 AM

This email verifies the processing of your Submission # 1546675 with the Superior Court in Yavapai County .

Clerk Case #: P1300CV201900200

Casa Title: Danlel stanton vs Moritz Wienke

Matter #:

Total Filing Fee: 50,00

Total Application Fee: 50.00

eService Fee: 50,00

3% Payment Processing Fea: 50.00

Total Fes: 50,00

Paid By: Mo payment required

Total Paid: 50,00

Receipt #; EXEMPT StateAgency

EFSP Filing I1D: TE013

EFM Submission 1D: 1546675

Documents

L Dooument Type Status Filing Date | Mot Docketed Reason our Attachment
1 |Notice Mot Docketed (NOORRECT FORMATIING - The formatting o this document nocx.Notice.docx
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